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SPR U- BASIC TYPING 

TEXT Keyboarding - An Introductory Course - Cage 
- by Farmer, Graham, Jenkins 

MATERIALS: Typing Paper 

Correction Materials (eraser or tape erase) 

DURATION: Five weeks 

Five 50-minute periods per week 

GENERAL OBJECTIVES: 

1. Student will learn to touch type 

2. Student will learn basic production techniques 

3. Student will achieve a typing speed of 25 G'.VPM (minimum) 
with fewer than five errors. 

GRADING: A - #5 

3 - 7 0 

C - 60 

FINAL TEST 

DAILY WORK 

TYPING RPSED 

MOTE: Any work specified in the course -utlir.e which is not 
completed within the stated timeframes will result in:--
marks being deducted from the daily work portion of 
the final grade. 
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Note: Each class will begin with a drill as outlined by the 
instructor. 

Day 1 Introduction to the typewriter - Fages 3,4, 5 

^asic machine parts 
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Inserting/releasing paper 
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